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Objectives:

Provide the web site information
Instruction on how to Login
Instruction on how to access and 
complete your assigned lessons 
Basic instruction on how to navigate 
through the lessons and take the pre 
and post test.
Annotations and their purpose
How to properly Log Out



Sign In: www.collegeofdirectsupport.com/tn

You will be given an ID and 
password.  Everyone’s ID 
consists of first name initial, 
last name and last 4 digits 
of the employee’s social 
security number
Example: sjohnson2222
Your password will be the 
word hello
Once you enter the 
above information click 
once on the Login button
You may wish to place a 
short cut to this site on 
your computer desktop



Navigation
So what if you haven’t had a lot of computer
experience? 

DON’T PANIC
Besides a little typing, all you will need to 
know is how to use a mouse.  
You will be using the mouse to navigate the 
cursor (shown above).
You will move the cursor, by moving the 
mouse, onto the point you wish to choose, 
then click the left button on the mouse.   
IT IS EASY!
Don’t worry, you can not “mess it up”!



Navigation:  A Computer Mouse

Hold the 
mouse so you 
can move it 
easily.  This 
is the area to 
press for a 
“click” of the 
mouse.  If 
you are left-
handed speak 
with your 
agency 
training 
administrator



Your Personal Page

Your personal page will have tabs that act 
like buttons when they are clicked allowing 
you to access other screens, get help, and 
even to logout. You may not see this many 
tabs as they are personal to every learner.



Your Personal Page 
Once you login you will see your 
Personal Page.  Here is where you 
navigate what you wish to 
accomplish.  The first line notes 
the lessons you have been 
assigned.  Put your cursor on 
the View Button and Click
This will take you to the assigned 
courses for you to complete or 
review.
Notice the Information or 
Announcements option listed 
toward the end of your personal 
page.  This is an option you 
should check to see if an 
announcement or information has 
been posted for you to review.



Viewing your Assigned Lessons
Once you Click View, 
from the previous 
slide, you will see your 
assigned lessons.  To 
start your lessons, 
place your cursor on 
the Pre-Test button
and click to take the 
pre-test 
(if applicable).  



After Submitting the Pre-Test
Once you take the Pre-Test 
and submit it, you will need 
to return to your Personal 
Page (click right hand 
corner in gray) to see 
results and click on the next 
lesson title you wish to take.

Don’t be concerned if you 
do not make a 100% on the 
pre-test.  The pre-test is 
used to assess your 
understanding of the 
material BEFORE you 
receive the lesson 
instruction. The score will 
not “count” but the pre-test 
is required to be taken 
regardless of your score.



Completing the Post-Test
Upon completing each 
lesson you will be 
instructed to take the 
post-test.
You are required to 
receive at least 80% 
on the post-test.  You 
may take the test as 
many times as you 
wish but the first 
passing score will be 
the score that is 
recorded on your 
transcript. 



Personal Training Transcript
To print a copy of your 
training transcript you will 
Click on the REPORT tab at 
the top.  Clicking displays a 
drop down box (here you  
see 2 options). Choose the 
“Transcript All Training”
option.

This will provide you with a 
training transcript of all the 
training you have completed 
online as well as any 
classroom training that has 
been entered in the system. 



Navigating through the Lessons:
Note the gray area in 
the right hand top 
corner of lesson.
There are 6 options to 
choose from.  
To navigate forward 
from page to page 
you will click (using 
the mouse) on the 
right pointing arrow 
labeled Next Page.

To return to the previous page click Last Page button

Each of these is a button.



Journal Notations:

Throughout the lessons you will be 
instructed to use your journal to 
make notations. You may do this by 
clicking on the Journal button in the 
gray area seen on the previous slide.



Annotations: 

When an annotation has been added you will see a gray bar 
in the green area below the buttons that says “Click here for 
TN DMRS…”
You are to click on the message for clarity and/or to provide 
further information related to Tennessee DMRS guidelines or 
procedures.

An annotation is a note that has been added to enhance the 
information regarding the lesson.  You need to read it.



The Post Test
Upon completing each lesson slide you will 
be instructed to take the post test.  You will 
click on this option “take test” in the top 
right hand corner. Upon completing the test 
you will click on the “complete test” button 
at the end of the test.  
A score will be recorded on your personal 
page.
If you do not receive 80% OR better you 
should re-review the lessons and must 
retake the test.  



The Post Test

The system will record the FIRST 
passing score. 
Each time you take the test the test 
questions will be re-arranged. 



Due Dates

You must be aware of the due dates 
for your lessons to be completed.  
The Division of Mental Retardation 
(DMRS) has expectations in regard to 
when staff training is completed to 
assure recipients are being supported 
by knowledgeable and well-trained 
staff. 



How long will it take me to 
complete a lesson?

The national average reports 30-40 
minutes to complete a lesson. 
However, some do it faster and some 
slower. 
Having this estimate should help you 
with planning and time management.



Logging Out
When you are finished, or need to stop
in the middle of a lesson, you MUST
click on the “Personal Page” button
(again in the gray area noted before)
then click the “log out” tab at the top.
DO NOT just X out of the program, for
if you do, it will NOT save your place and you
will have to complete the entire lesson again.  



Conclusion:

It is expected that you will find that the 
information in the College of Support helps 
you to support individuals with 
developmental disabilities in an effective and 
safe manner. 

If at ANYTIME you are experiencing difficulty 
navigating the lessons or need assistance 
regarding the content of the lessons, please 
be sure to contact your agency training 
administrator.
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